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FOREWORD 


This handbook is a practical one - a timesaver for the Learning 
Resources Center patron. It has been assembled principally with the 
technical institute student and the community patron in mind. For these, 
it can serve several uses - as a ready reference manual of useful Learning 
Resources Center information, as an introductory guide to Roanoke- 
Chowan Technical Institute, or simply as an “ABC of ‘telling all’ about 
the Roanoke-Chowan Technical Institute Learning Resources Center.” 


The Learning Resources Center represents a storehouse of know- 
ledge. Book and non-book materials related to the vocational and techni- 
cal programs offered at Roanoke-Chowan Tech are housed in the Learning 
Resources Center. 


The Learning Resources Center exists for the students, the faculty, 
and the community. The Center’s staff is always willing to help library 
users become aware of the numerous resources available in the Learning 
Resources Center. It is the hope of these staff members that the citizens 
of the Roanoke-Chowan area and the students and faculty of the technical 
institute will take advantage of the many services offered through the 
Learning Resources Center. — 


Treat the library materials as a bee 
does a flower 
Extract the sweetness but do 
not harm it. 


OBJECTIVES OF THE LIBRARY PROGRAM 


To acquire books, films, filmstrips, recordings, transparencies, and 
periodicals in line with the demands of the curriculum and the needs of 
the students 


To guide students in their choice of related materials for their 
chosen vocations 


To encourage the habit of individual research 


To develop in students skill and resourcefulness in their use of 
instructional media 


To help students establish a wide range of significant interests 
pertaining to their chosen vocations 


To encourage lifelong education through the continuous use of 
instructional materials 


To work cooperatively and constructively with the instructional 
and administrative staff of the institute 


LEARNING RESOURCES CENTER HOURS 


Monday - Thursday 8 A.M. - 9:30 P.M. 
Friday 8 A.M. - 4:00 P.M. 


The Learning Resources Center is not open on Saturd 
or school holidays. — P aturday or Sunday 


Any changes in the above hours will be posted in advance. 


CIRCULATION POLICIES 


Each student enrolled at the institute should fill out a library card 
entitling him to borrow materials from the library. A library card may be 
obtained at the circulation desk. When a student wishes to borrow books, 
paapplets, magazines, or audio visuals, he should present the material and 
ibrary card at the circulation desk. The librarian or a coordinator will 
charge the material out. — 


All books and materials should be dropped in the slot of the circula- 
tion desk when returned. 


Books in the general collection may be checked out for two weeks 
and may be renewed for an additional two weeks if no request has been 
made for the book. 


Reserve books or materials are checked out for use in the library 
during the day. Beginning at 8 p.m., these materials may be checked out 
for overnight use, but must be returned by 9 a.m. the following day. 
Reserve books may be limited to use in the library only by faculty request. 
Reserve materials may be requested at the circulation desk and returned 
to it. 


The Reference Collection consists of encyclopedias, almanacs, 
dictionaries, periodical indexes, bound periodicals, atlases, specialized 
reference works and bibliographies. Upon special request, these books 
may circulate overnight. 


Current magazines, pamphlets, tapes, records, and art prints are 
loaned for a period up to one week and are checked out at the circulation 
desk anytime during the regular library hours. 


INTER-LIBRARY LOAN 


If a library user needs a book and it is not in the library’s collection, 
an attempt will be made to borrow it through interlibrary loan. Requests 
for inter-library loan should be made through the librarian. 


OVERDUE AND FINES 


The date stamped on the date due slip in the book or other media 
indicates the date the material is due back in the library. Keeping a 
careful check of this date will prevent having to pay fines. 


Each borrower is expected to respect the rights of others. Some- 
times another borrower is waiting to use the books that another library 
user has checked out. Any material that is not returned to the library 
at the time it is due will be declared overdue and fines will be charged. 


However, fines will not compensate for the inconvenience caused 
others by not having the opportunity to use the materials. Therefore, 
library users should attempt to return all media on time, saving money 
in fines and saving Learning Resources Center personnel the trouble of 
collecting fines. 


FINES 


Books in general collection ° cents per day, 
excluding Saturday and Sunday 


Overnight reserve books 15 cents first hour 
9 cents each additional hour 

hs or any part of an hour 

This includes all hours the library is open. 


Magazines, pamphlets, tapes, 
records, art prints 3 cents per day 


Fines should be paid when the material is returned or as soon as 
possible thereafter. 


Overdue notices will be sent twice a month - on the first and fif- 
teenth, or as soon as possible thereafter. All books, media, and fines 
are due prior to the end of each quarter. If a student’s library record 
is not clear, a notice of such information will be sent to the registrar 
and attached to the student’s record. This will hinder future registration 
at Roanoke-Chowan Tech and the issuance of transcripts. 
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LOST AND DAMAGED MATERIALS 


Lost materials should be reported promptly to a member of the 
Learning Resources Center staff to prevent accumulation of fines. Fines 
are not charged after the loss is reported. If the materials are not located, 
the borrower is expected to pay the current price for replacement. 


When materials are damaged enough to make them of no use to the 
Learning Resources Center, the student can expect to pay full replacement 
charges as though the media were lost. _ 


CONDUCT . 


Consideration for other students is expected at all times in all areas. 
The Learning Resources Center is a place of study. Thus, conversation 


should be limited and kept in a low tone throughout the Learning 
Resources Center at all times. 


Students are expected to leave their study areas in neat order - 
chairs in place, books returned to shelves, and scrap paper deposited in 
waste baskets. 


No eating, drinking, or smoking is allowed in the Learning Resources 
Center. 


wh 
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CLASSIFICATION OF BOOKS 


The Roanoke-Chowan Technical Institute Learning Resources 
Center uses the Dewey Decimal System of Classification which divides the 
books into ten classes according to the subjects of the books. Each subject 
is given a number. For example, all books about technology are given a 
number between 600 and 699. If library users will become thoroughly 
acquainted with these ten main classes, it will help in becoming an inde- 
pendent user of the library. 


000 - 099 Generalities 

100 - 199 Philosophy 

200- 299 Religion 

300 - 399 Social Sciences 

400 - 499 Language 

500 - 599 Pure Sciences 

600 - 699 Technology (Applied Sciences) 

700 - 799 The Arts 

800 - 899 Literature 

900 - 999 History (Geography, Travel, Biography) 


After the books have been classified, they are arranged on the 
shelves in numerical order from left to right with the small numbers 
coming first. 


CALL NUMBER OF A BOOK 


The call number indicates a particular book, its subject and exact 
location in the collection. The call number is found on the spine of the 
book and on the upper left-hand corner of the cards in the card catalog. 


621.3004 
K76e 


54541 


Ref 
510.3 
J27m 


FS 
SL 
TR 


This is the classification number for the book Electrical 
Drafting by Stanley E. Kocher. 


621.3004 — is the Dewey classification 
76e is the first letter of the author’s surname or 

the author’s symbol plus the author’s num- 
ber from the Cutter-Sanborn Author Table, 
plus the first letter of the first key word 
in the title. | 

This is the classification number for a book Love Story 

by Erich W. Segal. 


F ————_—__ indicates a fiction book located in the fic- 
tion section 
S454] is the first letter of the author’s surname 


ot plus the author’s number, plus the first 
letter of the first key word in the title 
This is the classification number for Readings in Human 
Relations by Keith Davis. 


P ——————- indicates a book in the Professional collec- 





tion 
158.2 is the Dewey classification 
D262r is the first letter of the author’s surname 


plus the author’s number, plus the first 

letter of the first key word in the title 
This is the classification number for Mathematics Dic- 
tionary by Glenn James. 





Ref indicates a reference book located in the 
Reference Section 
510.3 is the Dewey classification 





J27 m is the first letter of the author’s surname 
fone pe the author’s number, plus the first 

letter of the first key word in the title 
in a classification number identifies a filmstrip 


in the number indicates a slide 


in a classification number is a transparency 


Cards for materials other than books are color banded. 


USING THE CARD CATALOG 


The most important aid in the use of the Learning Resources Center 
is the card catalog. It serves the same purpose in locating books in a 
library that the index serves in locating materials in a book. The card cata- 
log is the index to all the books and audio visual materials in the Learning 
Resources Center. Since the cards in the catalog are arranged alphabeti- 
cally, the catalog may be consulted with the same ease as an index, the 
telephone directory, or a dictionary. 


The card catalog tells whether the Learning Resources Center has 
certain materials and what materials the Learning Resources Center has 
on certain subjects. 





KINDS OF CARDS 


Since the card catalog shows whether the Learning Resources Center 
has a particular book or books by a certain author, or books on a special 
subject, one can expect to find three important kinds of cards in the cata- 
log: title, author, and subject cards. 


__ The card catalog at Roanoke-Chowan Technical Institute has been 
hae ei ve ae sections. The three sections are the author 
catalog, the title catalog, and the subject catalos. | h i 
cards are arranged alphabetically. siiuprerpasae OS 
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TITLE CARDS 


Suppose a student was told that Love is Just a Word is a good book 
for young adults and that Electrical Drafting is a book that all drafting 
students should read. He may wish to borrow them, but may not know 
the authors’ names or where to find the books. The card catalog has title 
cards for them, such as those shown in the following examples. Thus, 
the student may simply look for the titles in the alphabetical places in 
the title catalog. 


A Love is just a word 


S Simmel, Johannes Mario. 
Love is just a word. Translated from the 


Se pe per n ~ : : 
Ss ieee eo, De 





A 

a ee Electrical drafting and design. 

ae) BB: Bishop, Calvin Collier, 1882- 

B- es Electrical drafting and design. 3d ed. New York, Mc- 
D Graw-Hill, 1952. 
E eo 267 p. illus. 24cm. 


G 1, Mechanical drawing. 2. Electrical engineering. 1 Title. 
A - Title of the book. Notice that titles on catalog cards are not 
capitalized as they are elsewhere. Don’t let this be confusing. 


B - Author’s name. On some cards the dates of the author’s 
birth and death are given. 


C - Call number. 


D - Title repeated; subtitle if there is one; publisher and date of 
publication. 


E - Number of pages in the book (ill. if illustrated). 


F - Additional information. This is usually found only on printed 
cards; very helpful in book selection. 


G - This information is intended for use by the librarian. 
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AUTHOR CARDS 


Suppose a library user wants Irving Stone’s novel about Michelangelo, 
but is not sure of the title. The catalog is again used to locate the author - 
Stone - and under his name will be the title of the book. Or if a 
book of Robert Frost’s poems is needed, the user would look under 
Frost’s name in the catalog and would very likely find several cards, each 
listing one of his books. 


G t_ 808.1 
1 “FP Frost, Robert, 1874-1963. 
A Robert Frost on writing, by Elaine Barry. 
& y 
B New Brunswick, N. J., Rutgers University 
Press ,°1973, 
D Kitt, 1188p. 
Bibliography: p. ;183,-188. 
1. Frost, Robert, 1874-1963. 
2. American poetry - 20th cent. - Hist. & 
crit.” Pf." Barry,“ El aines -1937~ 
lvoe Gale % 
PS3511.R94252 1973 808.1 73-10103 
C fs 
Ys Stone, Irving, 1903~ 
A “bo agony and the ecstasy, a nevel of Michelangelo. Illus- 
B trated ed. Garden City, 8. Y., Doubleday, 1963 (1961, 
D hate, 


1, Buonarroti, Michel Augelo, 1470-1564—Fiction. 
2. Michelangelo - ‘ction. 
en ali tle, 


A - Author, and sometime dates of birth and death 


- Title, and sometimes subtitle; name of illustrator and/or 
editor; publisher and date of publication 


- Call number 


D - Number of pages 


12 


SUBJECT CARDS 


Suppose someone wants books about baby-sitters or a subject such 
as electronics, but doesn’t know titles or authors. He would look up those 


subjects and would find several or many cards filed together under each 
NS alls ATT an eae 



















ELECTRONICS 

Gillie, Angelo C 

Electrical principles of electronics _;by, 
Angelo C. Gillie. 2d ed. New York, McGraw- 
Hill ,1968,°1969, 


X¥VL, 732 p. .iilus. 24 cm, 


Laue eater: 1Ga tay, 2. Electronics. 
acer 
OQG523565 1968 68-28414 


I cyenaitipsessiepaeaile 


BABY SITTERS 
Ss 


B Moore, Mary Furlong. 
The baby sitter's guide / Mary Furlong 
| Oy Moore. -~- New York : Barnes & Noble, 


1953, 1973 ;printing:. 
Vil s 120) abi eta ls 
Includes index. 
ISBN 06-4633 73-X 


Le Baby.sitters,<i1, Title. 


649.102'48 


A - Subject heading. In most catalogs this is in red. Some libraries 
use all capitals or heavy type instead of red ink. The author 
card for a book by Herman Melville would have the name 
Melville in black letters on the first line. The subject card 
for a book about him would have the name in capital letters 
on the first line. 


B - Author 
C - Title 
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CROSS REFERENCE CARDS 


Since it is impossible to have cards in the card catalog under every 


synonym of a nies subject, cross reference cards are used to lead one 
to the subject of interest. 


There are two kinds of cross reference cards - “‘see’’ and “‘see also.” 

The “‘see’’ reference is often used to direct a reader from a well-known 

pseudonym to the person's real name. For example, “O. Henry, Pseud.” 
see’ “Porter, William Sidney.” 


“See also” cards follow all other cards on a given subject. This 
card refers the library user from the subject to one or more related 
subjects under which additional information may be found. 
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AUDIO VISUAL MEDIA 
CLASSIFIED AUDIO VISUAL MEDIA 


The audio visual media also are classified by the Dewey Decimal 
Classification. The name of the medium is placed above the number to 
complete the call number. 


TITLE CARDS 


The title card is the main entry. The call number, title, producer, 
copyright date, collation, and other pertinent information are included 
on the title card. 






Film 
614,81 
C957, Cry for help. (16mm film) / Los Angeles, Calif. : 
Oxford Films, 1973. 
15 min: sd.3; col. 
Includes Study guide attached inside cover of 
case. 

Summary : Traces the organization and operation! 
of emergency medical services, showing how skilled 


specialists are vital in preventing unnecessary 
loss of life. | 


1 Disaster relief. 2 First aid. 3 Health 


education. or 


~~ 















j 





- Title of film 
- Call number 
Producer and copyright date 


- Collation (Physical description of materials) 


eat tS eela eee heen 


- Added entry (Subject card) 
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SUBJECT CARDS 


A subject card is a duplicate of the title card with the subject printed 
in black upper case letters above the first line on the card. Several subject 
and other added entry cards such as significant artists, performing artists, 
analytics and series may be needed for one item. 


B elon: Gd. COL. 
D , Includes study guide attached inside cover of 
“case. 
E 


“of * lesa fer wcek ats 



















HEALTH EDUCATION 
Cry for help. (16mm film) / Los Angeles, Calif. 
Oxford Films, 1973. 


Summary : Traces the organization and operation 
of emergency medical services, showing how skilled 
specialists are vital. in preventing unnecessary 
loss of life. 


1 Disaster relief. 2 First aid. 3 Health 
education. 






Subject heading 


Title of film 
Call number 
Producer and copyright date 


Collation (Physical description of materials) 
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PERIODICALS AND PERIODICALS INDEXES 
VALUE OF MAGAZINES 


A first-hand acquaintance with good magazines is absolutely neces- 
sary for the person who wants to be up-to-date in current events and other 
types of information. Magazines provide a very important kind of reading, 
for they contain articles on science, history, literature, and news set forth 
in an entertaining and concise manner. Their greatest advantages are their 
currentness, their diversified viewpoint, and their fund of material which 
has never been published in books. They often contain material not found 
elsewhere and are, therefore, invaluable as references. Newspapers, too, 
contain current news and articles of all types, but they are so hastily put 
together that they cannot be considered as accurate or as authoritative as 
weekly or monthly magazines, and in general, their articles are not as well 
written as those in magazines. 


| The Learning Resources Center subscribes to approximately 250 
periodicals and maintains back issues in bound volumes and on micro- 
film. The periodicals collection includes journals and newspapers selected 
by the faculty and the Learning Resources Center staff for leisure reading 
and to support and enrich the educational programs offered at Roanoke- 
Chowan Technical Institue. 


Current periodicals are arranged alphabetically by title on display 
shelves. These may be checked out for a period of up to one week. 


Bound and unbound volumes of back issues of periodicals are 
shelved alphabetically by title in the Periodical Room of the Learning 
Resources Center and are to be used in the library. Users may ask for 
assistance in locating these. 
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MAGAZINES INDEXES 


No matter how well one knows the general content of magazines, 
he can hardly use them as reference material without a means of finding 
specific articles quickly. This help is provided through several magazine 
indexes. Many of these periodical indexes are specialized in that they 
cover designated subject areas. The library subscribes to the Education 
Index, Applied Science and Technology Index, Business Periodicals 
Index, Nursing Literature Index, Reader's Cuide to Periodical Literature, 
Humanities’ Index, and Social Sciences Indexes. These indexes cover 


the subject suggested by their title. 


The _Reader’s Guide to Periodical Literature is an index to more 
than 130 periodicals of a general nature. Entries are made by author, 
subject, and in the case of stories, by title also. All entries are in one 
alphabet making it easy to find an article on any one subject. Cross 
references make certain the finding of all information on any subject. 
Maps, portraits, and illustrations are also noted. However, to save space, 
many words and titles of magazines are abbreviated. Each entry gives 
the necessary information for finding the articles: name of periodical, 
volume number, paging, and date. 


Each of the special indexes is arranged alphabetically and is very 
similar to the Reader’s Guide. 


These indexes are located on the shelves of the Index Table and 
are to be used in the library. 
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An Example of a Reader’s Guide Entry 


B Build a Spanish-Style lamp the easy way. 
C eee AS acaere bop Meche 26:166-7 o°2). 


Subject about which the article is written 
Title of the article 


- Author of the article 


oO - & Be 


- Name of the magazine in which it appeared (Popular Mecha- 
nics) 


E - The volume number of the magazine. This is important if a 
magazine needed is in a bound volume. 


The pages on which the article appears 
G - The date of the magazine (October, 1971) 


This means the article is illustrated. If diagrams or maps or 
portraits accompany an article this is also indicated. 


After the name of the magazine, the information needed is always 


given in this order: volume, page, month, day, year. It might be helpful 
to learn this order. 
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“Time graduates a man from school and college, 
but never from his library----- 
It is the workshop of a gentleman as well as 
the workshop of a scholar.” 


Willis’ Bibliophily 
Boston, 1921 


The Learning Laboratory 


PURPOSE 


The purpose of the Learning Laboratory is to provide a facility 
for both curriculum students and the general public to meet their aca- 
demic and vocational needs through use of programmed or self-instruc- 
tional materials. 


With programs varying in levels of comprehension, the Learning 
Laboratory is designed to meet the following goals: 


1. To provide the opportunity for students desiring to work off 
unit credit in math or a foreign language for admission purposes to a 
college or university. 


2. To help prospective students remove academic deficiency, 
thereby enabling them to enroll in the vocational or technical programs. 


3. To provide free opportunity for all adults who want to com- 
plete their high school education through the General Education Develop- 
ment Test. (The Learning Laboratory is a GED Testing Center. Tests 
are administered by a coordinator who is certified by the State Board 
of Education. The High School Equivalency Program administered in 
the Learning Laboratory has been approved by the Veterans Administra- 
tion. A veteran who has not completed high school may enroll in the 
Learning Laboratory full-time and receive benefits to obtain his diploma 
for a period not to exceed nine months.) 


4. To offer certain curricula courses for credit in diploma or 
degree programs. 


5. To give instruction to anyone, 18 years of age or over, regard- 


less of educational background, in any of over 100 academic and general 
interest areas. 


21 


GED CURRICULUM COURSES 


READING 
RFU Program Science Research Laboratories 
SRA Reading Kits Ta, Ib, Ic, Ha, Ic, Ua, [Va 
Building Reading Power Merrill Book Company 
Craig Reading Program 
ENGLISH , 
English Grammar 2200, 2600, 3200 Harcourt, Brace & World, Inc. 
300 Commas McGraw-Hill Company 
TT 401 Modern Spelling Grolier 
SRA Words Science Research Associates 
LITERATURE 
Structure of Poetry Temac 
Poetry - A Closer Look . Harcourt, Brace & World, Inc. 
Adventures in Literature Book 3 and 
Steps to Better Reading Book 3 Harcourt, Brace & World, Inc. 
Poetry: Method and Meaning James Cook 
The Meaning of Modern Poetry John Clark 
SOCIAL STUDIES 
U. S. History Univox 
U. S. Geography Behavioral Research Laboratories 
U. S. Constitution Behavioral Research Laboratories 
Introduction to American Government Behavioral Research Laboratories 
American History Lessons Follett 
World History Lessons Follett 
The Bill of Rights Coronet 
‘How a Bill Becomes a Law General Programmed Teaching Corporation 
Latitude and Longitude, Maps: How We Read Them Coronet 
SCIENCE 
General Science Series: Grolier 
TT 401 Biology and Chemistry 
TT 402 Work and Machines 
TT 403 Measurement, Meterology and Astronomy 
TT 404 Sound, aes and Communications 
The Human Body neyclopedia Britannica 
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MATH 


Programmed Math for Adults McGraw Hill Book Company 
Modern Algebra Encyclopedia Britannica 
Modern Elementary Mathematics Allyn & Bacon 
Basic Mathematics Series Encyclopedia Britannica 


Book I Addition & Subtraction of Whole Numbers 
Book II Multiplication & Division of Whole Numbers 
Book III Fractions & Mixed Numbers 
Book IV Decimals & Percentage 
Book V Measurement 
Algebra I (Series of five books and supplement) Encyclopedia Britannica 
Algebra II (Series of five books and supplement) Encyclopedia Britannica 





23 


TESTS OF GENERAL EDUCATIONAL DEVELOPMENT 


In 1978, a new set of GED tests were introduced. The new series 
will take a maximum of six hours to complete the entire battery (five 
tests). 


A student is tested in the following areas: 
TEST 1: THE WRITING SKILLS TEST - 80 questions 


Spelling, Punctuation, Capitalization *25% 
Grammar and Usage 30% 
Diction and Style 15% 
Sentence Structure 15% 
Logic and Organization 15% 


TEST 2: THE SOCIAL STUDIES TEST - 60 questions 


Economics 20% 
Geography 15% 
Political Science 20% 
History 25% 
Behavioral Science 20% 


TEST 3: THE SCIENCE TEST - 60 questions | 


Biology 30% 
Earth Science 20% 
Chemistry 15% 
Physics 15% 


TEST 4: THE READING SKILLS TEST - 40 questions 


Practical Reading 15% 
General Reading 35% 
Prose Literature 35% 
Poetry 10% 
Drama a4 


TEST 5: THE MATHEMATICS TEST - 50 questions 


Arithmetic 55% 
Geometry 20% 
Algebra 25% 


*Percentages may vary slightly by form 
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FACTS ABOUT THE LEARNING LABORATORY 


The eae Laboratory provides an opportunity for any interested 
adult, regardless of educational background, to select appropriate courses 
of study for programmed instruction that varies in levels of difficulty. 


The coordinators establish a working relationship with the student 
whereby he depends upon the program to teach him on a one-to-one 
ratio, but he is aware that he can receive any necessary help from the 
coordinators. 


The adult student may complete requirements for the High School 
Equivalency Certificate in the Learning Laboratory. Each course is pre- 
sented in a book or booklets which reduce the course content into easily 
learned, step-by-step units. Individuals studying the GED curriculum are 
completely free to study at their own pace. Students who are advised 
to complete phases of programs leading to a High School Equivalency 
Certificate, or who are required to do preparatory study in association 
with a curriculum, are expected to show steady progress toward a pre- 
determined objective in their Learning Laboratory study. 


Any student between ages 16 and 18 who has not graduated from 
high school but who has been out of school for at least 90 days must 
have a release from his county superintendent, certification from his 
principal, permission from a parent or guardian, and a copy of his birth 
certificate. These forms and his Learning Laboratory application must 
be submitted to the Admissions Committee. The Admissions Committee 
will then make a recommendation to admit or not to admit. The rec- 
ommendation will be forwarded to the president for approval or dis- 
approval. 


Open enrollment allows a student to enroll in the Learning Labora- 
tory at any time. There are no fees for use of programmed books or 
for the GED testing services. 


All books and materials located in the Learning Laboratory must 
be used in the Learning Laboratory. 


Audio visual equipment is also available for use by the students 
in the Laboratory. 
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NOTES 
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ROANOKE-CHOWAN TECHNICAL INSTITUTE 
ROUTE 2, BOX 46-A 
AHOSKIE, NORTH CAROLINA 27910 


TELEPHONE: 332-5921 


